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Using the formatted

Excel spreadsheet



You must use this formatted spreadsheet 

to upload asset information.



1. Click Link to open formatted Excel spreadsheet

2. Save to your computer

3. Enter the data

4. Save

5. Browse 

6. Upload



Note: After you save the file you may want to log out of the website.  If the website is inactive 

for 15 minutes the website will close automatically but will save all information entered.

Save to your computer and name as you wish.



25,000 asset lines are available. 

Enter as much information regarding the asset as possible. 

Required information are the columns which have a sub-header:

1. Own, Lease, Leased to Own

2. Description

3. Quantity

4. Year of Purchase 

5. Purchase price

Note: each column is limited to 50 characters. 



Use whole numbers only: no decimals, commas, formulas, dollar signs, or negative numbers. 

Use the Formula bar as a guide for each cells entry. Do not skip lines to separate types of assets.

Remember: This is a list of current assets not a reconciliation.

Below is an example of an error free spreadsheet.



If you already have the information  in another spreadsheet, you may  

transfer the information using the paste options below.  Any formulas 

attached will not transfer and you will be able to load the spreadsheet 

without any issues. 



Once all your information has been entered, save and close the file.

Return to the website, proceed to the third page/screen and Browse

Upload: find your document…



If you accidently 
upload the wrong 
document you can 
cancel by clicking 

the red X.

Upload


